
Update Approval RoutingUpdate Approval Routing
H

R
H

R
D

iv
is

io
n

 C
o

n
ta

ct
D

iv
is

io
n

 C
o

n
ta

ct

Previous Supervisor returns for approve?Previous Supervisor returns for approve?

Start
Determines 

Supervisor change is 
necessary

Notify HR

Update Reports To 
in Position Data

Add row in Job Data 
and Override 

Position Data to 
update Reports To

Is it a temporary 
change?

No

Previous 
Supervisor still 

employed?

Yes

Advise Supervisor to 
Use Delegation 

Request
Yes

Notify HR

No

Direct Reports 
Build process will 

run nightly to 
update the 

approval routing

End

If change is necessary to revert 
to original reports to at a later 

time, add a row and Use 
Position Data to revert to 

position Reports To  


	Update Approval Routing.vsdx
	Page-1


